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Pursuant to the implementation of Administrative Order No. 2014-023 dated 23 January 2014 and in order to have
an error-free and faster processing time, the accredited Manufacturers, Assemblers and Importers (MAI) were
authorized to access and print their respective CSRs under the “ Do-1t-Y ourself” Policy.

This new innovation will certainly stop the typographical errors, among others, during the encoding process. In
order for MAIsto ensure the smooth implementation of the DIY, they shall observe the following:

Only the authorized representatives of the accredited MAIs shall be allowed or given access to the LTO system;

That the data encoded are 100% correct and accurate prior to uploading in the LTO system; and

Accredited MAls shall strictly observe their assigned schedule for uploading.

Given the above-mentioned rules to be observed by the accredited MAIs, the only acceptable modifications this
Office shall allow are the data errors that emanated from the Bureau of Customs and from the Deal er/Assembler
for the component parts. Below are the types of system updates that are allowed and their corresponding required
attachments:

TYPE OF UPDATE
REQUIRED ATTACHMENTS

1. CHANGE/CORRECTION OF ENGINE NO., CHASSIS NO. AND/OR BODY IDENTIFICATION NO.
(APPLICABLEONLY TO MOTOR VEHICLES THAT ARE NOT YET REGISTERED)

LETTER REQUEST, CERTIFICATE OF STOCK REPORTED, BOCCERTIFICATE OF PAYMENT AND
BOC-CO AMENDMENT, SALES INVOICE OF CHASSISEENGINE (IF SOLD OUT), STENCILS,
SCREENSHOT OF ERRORS

2. DELETION OF ENGINE/CHASSIS RECORD

LETTER REQUEST, CERTIFICATE OF STOCK REPORTED, BOCCERTIFICATE OF PAYMENT AND
BOC-CO AMENDMENT, SALES INVOICE OF ENGINE/CHASSIS (IF SOLD OUT), STENCILS,
SCREENSHOT OF ERRORS AND OTHER DOCUMENTS TO SUPPORT THE REQUEST
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3. CORRECTION OF CERTIFICATE OF PAYMENT NUMBER

LETTER REQUEST, BOCCERTIFICATE OF PAYMENT AND BOC-CO AMENDMENT
4. DELETION OF CERTIFICATE OF PAYMENT

LETTER REQUEST, LETTER FROM BOC, BOC CERTIFICATE OF PAYMENT

5. REPRINTING OF CSR DUE TO PRINTER MALFUNCTION

LETTER REQUEST, PROOFLIST, ACTUAL CSR PRINT-OUT WITH ERROR

All requests shall be documented through an accomplished RSU Form ver. 3.1 duly signed by the LTO DIY
overseer as the requesting party and to be approved by the Chief, Operations Division. Only organic personnel
are authorized to prepare and sign in the accomplished RSU form.

Procedures:

Change/Correction/Deletion of MV Information - covers the following types of system updates:
- Change/Correction of Engine Number, Chassis Number and/or Body Identification Number

- Deletion of Engine/Chassis Number Record

- Change of Chassis and/or Body 1D Number

Correction of Certificate of Payment Number - this system update applies only to motor vehicles that are not
yet registered or those not yet issued with Sales Report.

Deletion of Certificate of Payment - this system update is to be implemented by Stradcom.

Reprinting of Certificate of Stock Reported - reprinting of CSR is only allowed to those caused by printer
malfunction. The DIY user shall reprint the CSR after Stradcom has updated the status of the transaction.

- Requesting party forwards approved RSU with attachments to Customer Care.

- Customer Care generates Service Request and Transmittal Letter within 2 hours from receipt and transmits RSU
and attachments to MI1D Records Section.

- MID Records Section receives and encodes the RSU with attachments.
- MID Records Section implements the RSU within 8 working hours upon receipt.
4.1

The system updates not catered by the facility installed at the MID Records Section shall be forwarded to
Customer Care for implementation.
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4.2

If thereis an error encountered during implementation, the RSU and attachments are returned to the requestor.
- MID Records Section generates list of Implemented RSUs and submits the same to the Operations Division.
- MID Records Section files the RSU and attachments for audit purposes.

The MAIDRS Maintenance Fecility caters to corrections/modifications on CSR details except those earlier
mentioned in this Memorandum Circular. However, in cases where the required system update is not included in
this Memorandum Circular, the RSU and attachments shall still be sent to the MID Records Section thru
Customer Care. These types of system updates shall be evaluated jointly by the Operations Division and the MID
Computer Section prior to implementation.

All concerned are directed to comply with the guidelines and procedures stated herein and the specified time
frame within which to take action on the requests. Personnel found not complying with this directive shal be
sanctioned administratively.

For strict compliance.

(SGD) ATTY. ALFONSO V. TAN
Assistant Secretary
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Complete, sequenced courses for al eight bar subjects, narrated like podcasts and reinforced with retrieval practice and
spaced review - the study techniques with the strongest evidence behind them.

Thefull law-school curriculum.

One subscription unlocks the entire J.D. curriculum - every subject, every lesson, with your progress tracked down to
the paragraph so you can pick up exactly where you left off, on any device.

Mock examsthat tell you whereyou stand.

Timed multiple-choice exams graded instantly, with per-subject score breakdowns and focus suggestions that point you
at your weakest topics first.

A study planner that keepsyou on pace.

Set your schedule and BATAS tells you every day whether you are on track for bar day - and exactly which lesson to
take next.

Start free at https://batas.org

The law library is free forever - and your first lesson is one click away.

The text of this document is an official public record and remains in the public domain. Formatting, presentation, and compilation © 2026
batas.org.

Downloaded free from the batas.org Law Library. Share it freely - the library is free for every law student, bar reviewee, and practitioner.
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